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itengement Program 


1* la accordance with your request to the Chief, ftaagessenfc 
Staff, X aade a quick surrey «T the UFA Division to determine 
whether a Records Ifenagwent Program has been established in com- 
pliance with existing regulations* 


2. charges the Administrative officer in each 

Senior Staff and Area Division with responsibility for i^leraent- 
ation of the Jfcggrsa and for designating an Area Records Officer 
who is responsible for internal .records management* Mr. fonald 

|lms been to Administrative OfTi-^r for to Division since 

?3. 



3« Mre 


for to Div ision 


» i I Assistant to to Chief, Executive 

, WA Division, was "designated as Area Record s Offic er 


Mrs. 


S8^S 


tot to® to mas approaenea to assume zne Area xmcords Officer Job 
toot two years ago, to expressed no interest in it and said tot 
to cot ild not perform to duties of t he positio n because of other 
assignments. to laid no knowledge of I ~~| designating her 

officially as to Division Area Records Officer. She hag never 
to records management program with Hr. |and has 

a program. 


h. Sometime in 1952 or 1953# 


to Staff 


established to FAtal Materials Program for the Division. Be is 
ns loiter connected with toe Program and prior to his as 


for t ransadssiqn to to Wff Area Records Officer, 
receive* vital mterlals and forwards them to Hr,|_ 


for transmission to to Tlt&l Materials Repository. 
& 


Mrs* 

Je: 

on a proposed Records 
qualified to submit any 



recently asked by her superior, M 
Secretariat, HR A Division, to 

Handbook. She did not feel 


6. Hr. 


has recently a re v iew of the vital mate- 
rials being &m% to to Agency Repository and has determined tot 
revisions are necessary in to type of documents* 


riels t 
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o Mrs. 
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